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Important Dates

ÅJune 25thïDonations for shared leave

ÅJune 28th ïComp time cash out

ÅJuly 2ndïPayroll due

ïJune 16th - 30th activity

ïBoard/Commissioner stipends

ïCommute Trip Reduction (CTR)

ÅJuly 2ndïCost coding for FY20

Payroll



Important Dates

ÅJune 28thïcash cut off 

ïChecks dated June 30th and before will be 

recorded in FY19.

ïChecks dated July 1st and after will be 

recorded in FY20.

ïSend checks to MS 41465, c/o DES SAFS

Cash Receipts



Important Dates

ÅJuly 12thïFor goods and services 

delivered by June 30th, submit invoice 

information to DES Finance for invoice 

preparation.

ÅDES will record and send your invoices to 

all agencies and colleges before July 19th. 

ïSend to: financecashier@des.wa.gov or MS 41465

DES Invoicing

mailto:financecashier@des.wa.gov


Important Dates

ÅJuly 19thïFor goods and services 

delivered by June 30th, issue your agency 

prepared invoices to state agencies and 

colleges.

ÅSubmit invoice information to DES to be 

properly recorded in FY19.

ïSend to: financecashier@des.wa.gov or MS 41465

Agency Invoicing

mailto:financecashier@des.wa.gov


ÅState Treasurer deadline for cash 

transactions: June 28th

ÅPayments will not be processed on 

June 26th or 27th due to cash cut-off

ïInvoices that need to be paid by the end of 

June must be received in AP by June 24th

ÅCash cut off will affect how fund transfers 

are processed

Cash Cut-off



ÅTo use FY19 funds, goods/services must be 
received by June 30th 

ÅIdentify correct fiscal year on backup related to 
when the goods were received or the dates of 
service

ïGoods: must be delivered on or before June 30th, plan 
your orders accordingly

ïServices: based on the day or period the service was 
completed/provided

ïGive particular attention to Purchase and Travel 
cards: the transaction date on the statement will not 
always reflect the date of service or delivery of goods

Purchases



ÅSplit A45s between years: FY19 and FY20

ÅDeadline for FY19 payment: July 31st

ïSend to: payments.safs@des.wa.gov or MS 41465

ÅBe proactive: track down invoices, set up 

new vendors ASAP

ï3 business days to set up new vendors in AFRS

ï7-10 business days to set up EFT/direct deposit

ï5-10 business days to update existing vendors

Invoices

mailto:payments.safs@des.wa.gov


ÅDeadline for FY19 payment: July 31st

ïSend to: travel.safs@des.wa.gov or MS 41465

ÅTimely Submissions:

ïGive yourself enough time to prepare, 

submit, and approve all requests 

through TEMS before July 31st

ÅPending reimbursements? Let us know!

Travel

mailto:travel.safs@des.wa.gov


ÅDeadline for payment of July US Bank 

Statement: August 9th

ÅSubmit the entire statement on one batch, 

do not split by fiscal year

ÅTip: cut off purchasing in June to ensure 

all goods are delivered by June 30th

US Bank Statements



ÅWhat is an accrual?

ïSetting aside FY19 money for invoices that 

have not been received or paid

ÅWhy is it important?

ïIf not accrued in FY19, will need to pay out of 

FY20 budget

ÅBelated Claim process to pay out of FY20

ÅEven if money was left in FY19, that money is lost 

if not accrued or paid in time

Accruals



All accrual correspondence to: 

APquestions.safs@des.wa.gov

Accrual Deadlines

Who What When

SAFSAP Send template to agencies July 22-24

Agencies Verify template and make necessary changes July 22-30

Agencies
Send completed template back to SAFS AP
Send all FY19 invoices available for payment

July 31

SAFS AP
Review and upload templates

August 1-14
Send notification to agencies once uploadcomplete

mailto:APquestions.safs@des.wa.gov


ÅComplete form with as much info as possible, to 
the extent known or applicable to your agency

ïCoding, vendor name, amount, invoice #, etc.

ÅMark Yes if an estimated amount, No if not

ÅInclude a reason for accrual, i.e. ïnot invoiced 
yet, waiting on vendor number

Accrual Template



All accrual correspondence to: 

APquestions.safs@des.wa.gov

Accrual Deadlines

Who What When

SAFSAP Send template to agencies July 22-24

Agencies Verify template and make necessary changes July 22-30

Agencies
Send completed template back to SAFS AP
Send all FY19 invoices available for payment

July 31

SAFS AP
Review and upload templates

August 1-14
Send notification to agencies once uploadcomplete

mailto:APquestions.safs@des.wa.gov


Accrual Flowchart

NO

FY19 INVOICE

ACCRUED?

Send with 
FY20 batch

Call AP, send as 
FY19 batch

Prior to 
Aug. 30?

Belated 
Claim

Follow this flowchart in August after 
SAFS AP has sent notification that 
your accruals have been uploaded.



ÅWhen an unexpected invoice comes up after 

payment and accrual cut-offs:

ïTalk to SAFS AP and your Financial Consultant

ïMust receive OFM approval to pay old year expenses 

with new year funds

Belated Claims



ÅAccounts Payable:

ïAPquestions.safs@des.wa.gov

ï360.407.8183

ÅRevenue Management:

ïfinancecashier@des.wa.gov

ï360.407.2237

ÅPayroll:

ïDESpayroll@des.wa.gov

ï360.407.2239

Accounting Contact Information

mailto:APquestions.safs@des.wa.gov
mailto:financecashier@des.wa.gov
mailto:DESpayroll@des.wa.gov


ÅHow should we handle payments for 

conference registrations or flights/hotel 

stays in FY20 but need to be paid now?

ïSAFS AP keeps track of those expenses so 

we can record them in the proper period.  

When you send documentation for payment, 

please be sure to note the date of the 

conference if not otherwise notated on the 

invoice.

Questions from the Audience



Matching Exercise

Is it FY19 or FY20??



Transmittal Matching



And the answer is…



Answer Key ïFY19



Answer Key ïFY20



BUDGET: Capital Assets,

Disclosure Forms, Allotments, 

& FY20 Supplemental Budget

Presented by: Paul Bitar

(Financial Consultant)



Capital assets must be recorded in the Capital 
Asset Management System (CAMS).

ÅWhat we need from you:

ïBy June 28thïPerform a physical inventory of items.

ïBy July 22ndïInform SAFS Financial Consultant of 
any added items during the period or any items that 
were disposed of.

ÅWhat you can expect from us:

ïToday (June 5th) ïA current list of your agencyôs 
capital assets.

ïBy July 31stïInput changes into CAMS to ensure 
proper reconciliation of General Ledgers for year end 
and disclosure reporting.

Accounting for Capital Assets



ÅAny tangible or intangible assets held and 

used in state operations, which have a 

service life of more than one year

ïSAAM 85.60.10

ï$5,000 or more in value for a tangible asset

ï$1,000,000 or more in value for an intangible 

asset

Capital Assets

http://ofm.wa.gov/policy/85.60.htm#85.60.10


Agencies must keep an inventory of Small and 
Attractive Assets, either in CAMS or in an in-
house system. Small and Attractive Assets:

ÅGenerally consist of portable electronic equipment 
that has a high risk of loss.

ÅDo not include those items that meet stateôs 
capitalization criteria.

Examples include

ÅLaptops, tablets, and smart phones over $300.

ÅCameras, video cameras, projectors, TVs, and 
desktop computers over $1,000.

Small & Attractive Assets



ÅDisclosure forms communicate required 
financial information not readily available 
in AFRS for use in preparing the state 
Comprehensive Annual Financial Report 
(CAFR).

ÅDisclosure forms also provide assurances 
that the agency is following good 
accounting and internal control practices.

ÅSAFS will prepare all the necessary 
disclosure forms.

Disclosure Forms



ÅRequired state disclosure forms

ïMiscellaneous disclosure form

ïFinancial disclosure certification form

ïCash and investments restricted disclosure form

ÅOther common state disclosure forms

ïCash on hand and in bank

ïCapital assets ïsummary of activity

ï Lease disclosure

ïLiabilities by major class

ïDeferred and unearned revenue 

State Disclosure



ÅRequired federal disclosure forms

ïFederal assistance certification

ïFederal financial assistance direct

ïFederal identification numbers

ÅOther federal disclosure forms

ïFederal assistance received from nonfederal sources

ïFederal loan balances

ïFederal nonfinancial assistance

ïFederal nonfinancial assistance inventory balances

Federal Disclosure



What we need from you:

ÅAugust: Your SAFS Financial Consultant prepares the forms 
and will send these to you with a cover memo.

ÅReview the forms.

ÅSign the state certification form

Å Email your signed state certification form back to SAFS 
Financial Consultants by the end of August

ï State due to OFM by September 11th, 2019

ï Federal due to OFM by February 28th, 2020 ïFinancial Consultants will send 
closer to the February Due date for signature

ÅProvide any required supplemental information (i.e. summary 
of internal control deficiencies/corrective actions required by 
certification form). 

Finalize the Forms



ÅUpdate Agency Descriptions ïMid-June

ÅActivity Inventory Changes ïAugust 21st

ÅAgency Request Legislation ïMid-September

Other OFM Deadlines



Preparing your spending plan for the 

2019-21 Biennium

Allotments



Where are we in the Budget Process?

35



ÅSAFS will draft a two year spending plan 

based on historical spending.  We will add 

in changes we are aware of such as:
ïChanges to central service costs

ïSalary step increases 

Basic Process ïAllotments



ÅWe will prepare the plan in a format that 

separates fixed and discretionary costs to 

show you where your spending flexibility 

may be.

ÅFixed Costs: expenses that do not 

fluctuate and the agency is obligated to 

pay

ÅDiscretionary Costs: costs that an 

agency can control

Basic Process - Allotments



Example Spending Plan



ÅAllotment Meetings

ïWill be scheduled in June or July (could be in 

person or over phone).

ïWe will discuss the draft spending plan and 

will work on preparing the final plan.

When We Meet With You



The goal of the allotment meeting 

is to resolve any difference 

between the draft spending plan 

and the authorized spending 

authority.

Allotment Meeting Goal



ÅExpenditure Authority Schedule

ÅBudget Bill

ÅRecommendation Summary

ÅCopies of the central service model

ÅSalary Projections

ÅPreliminary estimates of fixed and 

discretionary costs

Documents SAFS may Bring



We need your help to know what is changing.

The earlier we know, 

the more we can incorporate in the 

initial draft we bring to you.

What We Need From You



ÅExamples of what we may need from you:

ïGrant or contract award amounts

ïUpdated interagency agreements or leases

ïPlanned raises, new hires, and retirements

ïUpdated revenue estimates

ïChanges due to legislative action or agency 
restructure

ïImpacts of changes in your line of business, 
practices, or policies

ïUnusual costs

ïEquipment needs

What We Need From You



Over and Over and Over and Over…

Who?

Effective when?

For how long?

How much?

How many?

You WILL Hear From Us



SAFS will incorporate your input into the 

spending plan to create a final spending 

plan. 

We will send your spending plan to you for 

review and approval.

Once final, SAFS will electronically submit 

the spending plan to OFM.

Next Steps

45



ÅAllotments are due to OFM no later than 
August 15, 2019. 

ÅSAFSô internal deadline is about two 
weeks prior.

ÅWe will contact you with a deadline. 

ÅIf you need to adjust your due date for 
commission or board approval please 
contact your SAFS financial consultant.

OFM Allotment Deadlines



ÅFY20 supplemental budget requests will be 
due in late September or early October.

ÅSubmittals should focus on the following:
ïNon-discretionary changes in legally-mandated 

caseloads or workloads

ïNecessary technical corrections to the current 
enacted budgets

ïOnly the highest priority policy enhancements or 
resource reprogramming operations and 
transportation budget proposals

ïHigh priority capital budget projects needed in 
addition to the enacted re-appropriation-only 
capital budget

FY20 Supplemental Budget



ÅGwen ïgwen.mcclanahan@des.wa.gov

ÅKai ïkai.matthews@des.wa.gov

ÅPaul ïpaul.bitar@des.wa.gov

ÅChad ïchad.johnson@des.wa.gov

ÅDiann ïdiann.lewallen@des.wa.gov

Budget Contact Information

mailto:gwen.mcclanahan@des.wa.gov
mailto:kai.matthews@des.wa.gov
mailto:paul.bitar@des.wa.gov
mailto:chad.johnson@des.wa.gov
mailto:diann.lewallen@des.wa.gov


ÅShould I prepare anything related to our agencyôs new 
spending plan before hearing from our DES Financial 
Consultant?
ïYes.  It is best practice to start gathering and preparing 

information before meeting with DES; the earlier, the better.

Å In prior years there were multiple dates for allotments being 
due, what changed?
ïThe allotment due dates are not staggered anymore because of 

the new budget system.  The due date to OFM is August 15th, 
and DES will request a couple weeks prior to that.

ÅWhat specifically needs to be turned in on Aug 15?
ïThe spending plan/allotments, not the strategic plan.

ÅWhat if our agency didnôt receive a CAMS report at the 
workshop?
ïThis means your agency does not have any assets in CAMS.

Questions from the Audience


